DOCOHBHT BSSDHB 



BO 163 247 

TITLE * 

ISSTITDTIOH 
P06 DATE 
NOTE ' 

EDRS P^ICE 
DESCBrPTOBS 



CE 018 930 



4 n J 

Advisory Co&nittdes in Career Bdocationiy^FJinction, 
Org,anizatiol\, Meetings; Maintenance* ; 
Oregon state Dept* of , Educat^ioi^, Salesi. ^ 
78 ' 



,0p. 1 . _ 

HP-$0.i3-BC-$3.50 



I 



50 Plus Postage*' 
.♦Acftivities? adainfstrator Guides ; ♦Advisory 
m Coiiittees; ♦Career Education;' Elementary Secondary, 

w Education; Guidelines; Institutional^ Bole; leadership^ 

Besponsibility; ♦Maintenance; ♦Meetings; - 
^ ♦Organization; Postsecondary Education; Program 

j^oordinatipn ; Program -Improvement; Program Planning; 
^ Becords (Forms) 

ABSTBACr . .. . ' . _ 

This publication dffers guidelines for . establishing 
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in this guide contains l^ey concepts ^nd step.^by-^step checklists* 
Focusing on the functions ^of the advisory committee, chapter 1 
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group; roie of advisory council for total school programs; role Qf 
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supportive school personnel; and defining vhat type of group is 
needed* Chapter 2 focuses on the organization of advisory committees 
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support for .an advisory committee; developing a working membership; 
and establishing advisory committees. Chapter^ 3 presents important 
information related to advisory committee meetings and includes such 
topics as^'elJements of ,a*gqp4 meeting; how^many meetings are 
necessary; planning, the agenda; and evaluation and follov-up* Some eft 
the topics discussed Ui the final chapter maintenance are 
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checklist,' roles and responsibilities of committee officers and 
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education, samp).e, agendas, evaluation, forms, and a sample letter of 
appreciation* (BM) * ^ ' 
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FOREWORD 



Advisory c^lttees/have ^^e^yed a vital rolejn developfng Oregon's 
career education program. These committees have been used In 
community /college rvo-tech" programs and high "SchooV cluster .pV^o- 
gram$^ a iboncepjt that Ijas since proved successful in a* variety of 
other programs, Iqcally and statewide, ' * ' ' 



Key to 
priate 
plannlnj 
Industr 



le^ siJcceis -of advisory committees Is adeq^uate and appro- 
IlannlngJ The following information will be ^e>pful when 
and working with^ educators, community, busine'ss'and 
advisory groups. ' ^ ^ 
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iWifRODUCTION 



Career EdtJcatiori, anjntegrai part of th§ entire fns^trtjctional pro- 
.gt^iro, i§ ^based' on the concepts that each tndividtjal will perform 
several roles tfV^otjghotJt |l ife; among these \rolps are: family 
'member, citizen, producer *r jlnstrtJCtion — to be comprehensive—needs 
t^ provide' awareness, extrloration, preparation and specialization 
^fir life roles. . . N , 

me state plan for vocational education requires an'operatin^ 
advisory committee as a condition 'for reimbursement for secondary 
' schools and'commjnity toUege programs. An advl sory , comml ttee is a 
.-source for continuous> etfaluatiori. and communil^y involvement. 

jrhls^publication offers guifielines for establishing 'and operating 
iadvisory committees for Career Education, elementary grades through 
cgfrrouhiV' college^ -Each 'oiF the foUr "chapters ;that foUpvf TFunc- 
tion§^ Organization;/ Meetings, Maintenance) contains key concepts 
and step-by-step checkll6ts,.r Item$ in the appendix are easily 
detached^ making Ajpllcation more convenient, 
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FUNCTION 



KEY POINTS 



Define the rjeed for and purpose of the advisory group*- 
Identif^ tM role and function of the advisory group* 



Detertn^ne 
needs. 



le typets) of advisory group! s) required to meet specific 



WHY HAVE AN ADVISORY GROUP? 



The function of each advisary jroup is determined by the needs of the par- 
ti cula>* prbgraii areatsl served* There are seven types of advisory groups 
discussed in tms section; the advisory coujpcil as well as advisory^^iranlttees 
for specific fiinctions (awareness, exploration, preparation and ad mc advisory 
cwnmitteell. Suggested functions of advisory groups are in Appendix A, page 35* 



iOLE OF ADVISORY COUNCIL FOR TOTAL SCHOOL PROGRAMS 




Provide flirec/tion i(i developing career and vocational^ educatton programs* 

Provide iJechnical information and assistance as requested by the school $dm1n-. 
f strati on or ichool board* . , 

s^t iln tqe promotion of .career and vocational educaton programs in the 
unity* 

Assist .[in enveloping youth organizations and youth leadership activities* 

1 I ^ * 

ProvidehiaiBon betweefn all levels of career and vocational education {K-12 and 
coimFRjnity crfllege) to avoid dupl ication and provide continuity* 

, Revi€tajand approve local applications for funding (a requirement of the Voca- 
tionalf/Educition Amendments Act of 1976)* 

RevieWl and/revise career and vocational education budget and recommend it to 
the sdnool |administration and the school board. 

f / ' 
Keep informed of current occupational and educational trends in t\\^ convnunity* 

Serve|/ as & team for assessment and evaluation of career and vocational educa- 
tion jfljrogfams^s — • . ■ ». 



V 



Prov.fde apsi^tance to teachers as requested* 



ERLC 



^3- 



ROLE OF ADVISORY COMMITTEE FOR INDIVIOUAL CAREER PROGRAMS 



Provide direction to cjrriculum deYelopment to insure relevance to' the worHd of 
-work. . ^ * . ' 

Provide technical information, and assistance when needed. 

< 

Assist in progr^ development and improvement".^ ^ » 

Assist in securing adeq&a^ tr'aiaing stations. 
Assist in the*placement of g^^a4wrtes., ^ 

/ Provide career and vocational guidance for students. , ■ ' 

' r* i - * . . . " 

^Assist in tlr\e development of public relations ta 1 nf onn -^hfr- oo fflmtjrt4 ty about- the 
program. \ ' * * . 

Assist with the activities, of the youth organization and/or the leadership 
development of students. ^ J ^ 

Develop methods of" recognizing student achievement. , " 

Serve' as a team for assessment and evaluation of the program. 

Assist with the developmejit of short- and long-rang^ planning. 

Review and revise* program budget and recommend it to thb^chool administration.. 
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Review and ^pprove*pi:oposal s for funding. 
Provide articulation with communi 



\xj college. 



kOL£S OF SUPPORTIVE SCHOGL PERSONNEL 



School Board : appoints advisory group members;, reviews and )Consi(}ers recom- ^ 
mendatipns made by the advisory groups. / 

Siiperin-tePdent : sees that advisory groups are formed, and ttiat letters Of 
appointment are sent to members. , • _ 

# ■ . * 

Career Education Q.i rector : sees that advisory groups are implemented and that 
the Instructors are working effectively with their committees. The director 
utilizes the central advisory council to coordinate all career and vocational 
education programs and related activities. The central advisory council is ■ 
usually a primary responsibility of the career director. 

Principal: sees that tiie advisory groups within the building are functioning 
effeetively. * ' , ' 

Instructor : motivates an* works with the chairiierson of the committee. The 
instructor should act as a consultant to the chairperson and the xoramittee, * 

1 



providing needed information for program development and improvemerrt. . ^Secre- 
.tarlal'' duties will be assuned by the instructor including preparing -and mailing 
agendas, and JDtherVritten materials as needed. . v 



V/HAT TYPE OF GROUP IS NEEDED? 



' "^CENTRAL ADVISORY CDUHCIl * . 

* J, A central advisory council is composed of representaj^fves from career and 
cljuste?>^ advisory committees in the *district. * \ ^ 

*' the central advisory council is composed of rejtresentattves from the awareness 
' ■ and exploratory committees as welT as each- cluster committee presently in 
operation and thds^ projected^in the Ipng-range plan. ' ^ > 

* ' The primary function of the'central advisory council involves total program 
planning, inservice recommendations^ and coordination ^between programs and 
, grade levels. Representatives on the central council may be'the chairperson or 
an appointed rep/esjsntStive from each committee. 

In small schools, a central advisory courtcil may be the -only advisory 'group. 
' In such a case, ^fepresentatiori should conte from a cross-sec.tion of the com- 
munity, there should, be at least one representative from the career awareness 
^ program, the career exploration program, and each occupational program, 
■i- . ' ' 

This^xouncil is'the appropriate one to use, for approval of the. local applica- 
tion for vocational funditig under the, 19?6 Vocational 'Education Miendments 
Act. . . . ' , . f ■ ' 




v 



Figure '1. Sample Structure; 



Central Advisory Council 
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AWARENESS' ADVLSORY COMMinEE , - 

Thii eoiwtttee 'is composed of rWresentatives of the coiranunity^ that advise, 
elementary career awareness programs, usually one 'committee^ per school. The 
'committee may be a subconanittee ofAthe PTA or sitniT^i^ group. i 

A /district awarefness advisory cogncil can be used when^ there are several 
elementary'schools, each having" ttmr own advisory cTonsnittee,. A representative 
of each schoor5 advfsory cdironittee^^ill s;Brve on the.dtstrict-wide awareness 
advisory counciV One representati^ie from this. .council will serVe ^n. the 



central advisory council. 




Figure 2. Sample Structure: Awareness Advisory Council 



RXPtOPTATORY ADVISORY COMMITTEE . . . \ 

This committee is composed of representatives of the community ^that advisie on 
the exploratory career prograrps. . There is usually one committee per school or 
district depending on administrative structure. * The individual committees ttWt. 
ar« established my be subcommittees of the parent group or they may be estab- 
.lished specifically for occupational exploratio/i programs. ' „ * \ 



\ 



A' district expToratonf advisory council dan be used when there are several 
intermediate scbopls, eacii having their own advfs^ cbmmittee. A represen-* 
tative of . eacM BChooVs^ advisory coiranitt^ will serve oh the district-wide 
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.exploratory advisory council. One representative from, this council will serve 
oh the, central advisory council. , ' / 




Figure 3. Sample Sti^ucture:* Exploratory Advisory^Council 

. " . ■ ■ ■ . 

CLUSTER {OR PROGRAM) AOVISORY COMMITTEE 

This is a broad cross-section committee fro^i business, Jndustry' and labor 
representing the keyfoccj^pations of a specific cluster. Usually there is" one 
such committee for- each cluster program. 

A refiresentative from each cluster advisory coimiittee serves as liaison to t'he 
central advisory cquncil. 




Figure 4. Sample Structure: 'Cluster Advisory Committee* 



AD HOG ADVISORY COMMITTEE" - / 

An 3d hoc advisory committee. Is established for a Specific purpose |tfi<t when 
that purpose 1$ achieved, the committee Is dissolve. This committee m^;me^t' 
once or several times. . . ^ 4 . ..^ 

An ad hoc committee Is most, helpful Wherv schools are trying to decide prqgra(h 
direction, whether or-wt to Im^lment a new -program, or If )oca) Industry Is 
supportive of such a^plan/ An ad. hoc committee can pull tpgether a^arge gf'oup 
of representative 1)iterest8. ' : ^ ' , 

For example : ^ - ' 

Your school Is considering the Implementation of a, forest products cluster. 

The purpose of the ad hoc committee would be to determine If a fore$t products 
cluster shouTd be Implemented. 

The organizational structure of thfe committee should include complete reftresen- 
^ tation /15-I8 persons) of the industrial base of the community as well as those 

54igg^>ted in the example below. More than one representative from a given area 
* is recommended to provide a cross*section of Industry. 




Figure 5.' Sample? Structure; Ad Hoc Advisory Committee 



COHMlJKtTY COLLEGE CENTftAL ADVISORY COUMCIL 



A cofnpHjpfty college may wish to organize a central advisory council to review 
and -itpBrove" the proposals, for funding" under the 1976 Vocational Edjic^tion ' 
Amendment AcJt and give advice 'for program development. This type of council 
shouljl 1nclud6 ^broad^representatton of the "vo^tech" program areas and might. 
Include member^ of program ^tdvisory cofnmittees. However, some community^ 
colleges have ^thirty or more "vortech" .programs, which makes It nearly impos- 
sible to represejit all programs on S central advisory council. 




Figure 6. Samprle Wucture: Central Advisory Council, Community College 
COMMUNITY COLLEGE ADVISORY COMMITTEE , \ 

Usually there is ort,6 committee for each speciality, occupation or trade- A 
broad cross-sectiiOn .'c6mmitt6e. should be selected from business, induHry.and 
labor to represent sj^ecific progr^m^. 

Individuals i^ith exi)ertise in specific vocational areas should be recruited for 
.the 4,dvisory C(Mmittee^.^It is reciwrnnended that secondary cluster committee rep- 
resentation be'trfcluded to assisl tn the improvement of prtogram articulation. 



TTt.e cj^alrperson or appointed representative of this comlttee should. serve on 
tbe coirrtunityT;^11e^ central advisory counclU ^ ^ 




Figure 7. Sample Structures Metals Advisory Coimnittee 
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II. ORGANIZATION OF JVDVISORY COMMITTEES 



Key Points 



EHscuss the Functions with' School Administration 

Obtaining Support 

Developing a Working Memb^rshtp , .* 

Establishing Advisory Committees 



ORGAKIZATIOK Of; ADVISORY COMMIHEES 



KEr POINTS 



Discuss the functions, organization^, and operation of advisory conmii ttees- 
vith school administrators. ^ . . ' 

Meet'vtith the local school board to discuss organizing an advisory 
committee. ... . ' 



Develop a balanced, worfcing m^bership. 



Establish the advisory committee by official board appointment. 

Plan the first meeting well; this is critical. ^ , 

Draft a^eonstitution or policy document to provide guidelines, and direc- 
' tion to the committee. 

Orient committee members to their role and responsibil^ities. 

'Design a^program of work that provides meaningful involvement. 

Elect officers during the second or third meeting. 

The 1)asic procedures for organizing advisory committees has been well estab- 
lished. AUhough some modifications exist, the basic steps are as follows: 



DISCUSS THE FUKCTIOKS, OR^GAKIZATIOK AKD OPERATIOK-OF ADVISORY 
COMMITTEES WITH SCHOOL ADMINISTRATORS (PROVIDE IKSIGHT). 



Advisory ^committees ^owe their success Jto the active support of ^such school 
.administrators as the principal, career education director. Superintendent and 
department chairpersons.^ (See Organization Checklist, Appendix B, page 4U) 

^Suggested contacts at the community college might be the department chairperson 
antfdean'of instruction. 

The following checklist of possible functions, may be helpl*ul when explaining 
the need for a4visory committees to your school personnel . The advisory 
committee canf . ' . 

Assist with community surveys to determine or verify the need for 
training. i - 



Interpret the* program to the community. 
Provide assistan<?e in placement opportunities for students. 
Provid^^current Occupational informa^tioo. ^ 
Help.plan for facility andVqulpment needs. 

-13r 



ERIC 



A t 



Assess ipngoiag programs- 
AsSi^t-with jlong-range program plans- 



Help^identify technical skills for enti^-level employment through currio* 
^. ■ \ Jl\^m review- , . 

* ■ ■ 

- "J^llelp develop coopeVa^tive work experience programs- . ... 

^ . 'Approve funding applications for vocational programs- - 
' Serv'& as a -sounding board for the coirmunity-at-large, * ' 



ARRANGE TO MEET WITH THE LOGAl SCHOOL BOARD TO DISCUS^ THE 
qUESTJON OF ORGANIZING, AN ADVISORY COHHinEE (OBTAITIHJG SUPPORT). 



Arrangements for the meeting with the board are made through the chUf school 
administrator- , ' ♦ - 

Ques^tions to be discussed with the board-might include: 

y , ■ _ 

1, Why do we need an advisory colmlttee? 

2, How will the committees be used? 

3, Why organize at this,'C^me? " - ^ ^ . 

4- Who is responsible ^a^e that it is, properly Implemented artd administered? 

5, What is the organization .and policy structure of 'an advisory conmittee? 

You should gtf Ift.to this meeting with answers for each of these ^uestiotis- DO 
YOUR. HOMEWORK! Ypu must be convinced that you nead/an advisory committee' in 
orcfer to sell tt»e ideii to others- \ ^ 



DEVELOPING A WORKLNG .HDIBERSHIP (SELECT REPRESENTATIVE MEMBERS)- 



Membership 

Number of members : An advisory coirani ttee should have a workable number of 
members, usually between five and twelve- (See Adv1sof7 Committee composition 
.Checklist, Appendix C, page 43^*) 

Balanced membership : Members should , include representatives from labor, 
management and students-^ It is Important to Include labor as well as man- 
agement; ^abor can provfde current information on entry-'level skills- F^y^ 
example, the health cluster may wish tft Include doctors, purses, lab techni* 
clans, occupational therapy personnel and 3 student- 

Backqround of members : Members ?re to be consultants and should b^ selected 
because of technical knowledge in the area- 

■ V. 
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In order to facilitate articulation between l||te^? of education, representation 
from* other levels of ?n occupational area^ shoy\il'be considered. For exaniple, 
a high school agriculture cotranlttee might incjiida a community college represen- 
tative and/or e teacher trainer from Oregon State University. 

w ' ' * ' . ^ r ■ 

Selection^ of Members ' 

: 7" — ^ . :^ . ' . . 

A number of ^Jroceriures have been effectfye^V used in the selection of members. 
One common selection proce.dure is showa below. After the board has grafited 
r^prbval to organ ze a consnittee, the staff person responsible can proceed with 
the Selection process. 



Select two 
choice and a 



Dev^elop a li^t of potential- members. (See Appendix D, oage 45). 
Check the li >t and*balance the membership. ' ^ ' \ ^ 



representatives in each category of the committee, a first 
alternate in case the first decUnes. 



Secure approval. of the list (both first and alternate selections) from.^he^ 
superintendent and boaH. (It would be emb^arrassing to ask someone to 
serve, only io have them. rejected.) 



all i 



Contact 
are willing 
member. 

If necessary^ 



irst c.ioice members (personnally, ij possible) to see if they 
:o serve; £xp>ain the program and their role as an advisory 



contact alternates to complete the membersh 



ip. \ 



ESTABLISHING ADVISOk' COMMITTEES 



BoArd Appointment : BOARD APPOIKTMENT IS CRITICAL TO PROVIDE A WORKING REIA- 
TIONSHIg BETWEN THE BOARD AND THE COMMITTEE. . * 

' Submit the final membership list for board appointment. 

After final appointment is made, 'a letter signed" by the boa^d chairperson 
^ , should be sent to et;ch member. - (S^e Appendix E, page, 51.) - 
f 

Mechanics of Organization : ^ * 

The officers of tjie committee shoul<l include a chairperson, vice-chairperson^ 
and a secretary. The sohool rep^resentative should act as executive secretary; 
the positions of chairperson and vice-chairperson should be held by committee- 
members. (See Appendix F, page 55*. Roles and Responsibilities of Select 
Committee QfficerA-) * " J - 

Prior to the first meetirig,', theMnstructor should appoint a temporary chair-- 
person. Together^ they ' wi 1 1 plan the agenda for the fi rst .meetin9. (This^ 
temporary chairperson woiild serve until officers are' elected at*a later meet- 
ing.) It is mo&t important that the meetings are run by the committee, rather- 
than the attending school personnel* ^ , - 



■ ' ■■■ ' 

Public Recognition for Members^ ' - 

Advisory members shoi^ld have recei,ved a letter of appointment prior to any 
public announcement. As indtJstrial labor and business representatives for 
^ their colleagues^ it is important that they know something about their appoint- 
ment in advance* Press releases to the local paper and radio should provide 
adequate coverage of the formation of the committee and might include the 
, following information; ^ 

' , The names of the newly appointed advisory members. 

. Their professional positions and tjtles. - ' ^ 

The name of the Institutt^ making' the appointments* 

The name of the cheirperson of the school board making the appointments* 
* 

Tfie role of the advisory committee^ * 

The area of specialization they will serve* 

Another excellent pubHc relations idea is to provide a framed> certificate Of 
appointment for each advisory member s^igned by appropriate school personnel* 

The First Heeting :l ^ ^ ! 

tike any other first ijnpr^sion, ttie first meeting of the advisory committee 
i will se^he stage for t;ll further work with the members* Start a-nij end the 
, meeting on time* Hake absolutely sttre everyone'is'acquainted; this can be done 
by having* each person give some background infarmation about themselves* Host 
of the tirtie will })e spent on orientation* 

A helpfuT suggestion: At this first meeting, provide each advis^ory men\()er with 
*a notebook (school, youth tfrganllation or other) with tab orgariizers prelabeled 
with appropriate headihgs (Agwda, Minutes, Organization',^ Corrg^spond^nce, 
Program Assessment-) 

A suggested agenda can be found in Appendix G, page 57. < 

After the meeting is over the following items shoirld h^ve been -accomplished* 

-Reasons for organizing the**fcomm1ttee ar^a^ell understood by the committee 
' members anxJ school officials, <^ 

_ . ] 

There is a clea^ defined committee function. • 4 



le^ 



There is complete agreement that their functlD^-is a needed one. 



Iwee^ings are covered in Section III, 'page 21.' Wause of . the Jmportanc^ 
-bf this first meeting to 4he 'effective organization^f the cqmmittee,' iX is 
briefly covered here. -* a 
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Jh^ advisory members. have ^sotnfi understand! pg about the program(s) they are 
^ - going to advise^ • ^ " '* \ 

There is agreement to .serve by^the total membership. ^ . 

There has beep an orientation to the^operating structure of the^committee. 

A date has been- set for the next meeting; 

An evalflation of th&meetir\g ha^ been completed by each member. 

Constitution or Other OrqaRizational Docuitient : ^ ■ 

Jhe constitution identifies the structure and procedures for ^ thfe advisory 
c(Mmittefr. , (A sample is g^yen in Appendix H, page 59.) A good way to intro- 
duce the committee to the, constitution is to mail ^it out prior to the first or 
second meeting, with a revJeW at the meeting fo.llowing the mall out. In sofne 
cases, the cpimnittee will write -.their own document based on administrative, 
guidelines. Groups that are organized according to their fanctfonT rarely need 
a formal organizational do^cument."*^ . ) ^ 

Orientation of Advisory Members to Cluster Program : ^ ^ 

Ijetting off to a good' start is a key to^maintaining ari effective/ and enthusi- 
astic committee.^ Between the initial contact of individual members and the end 
of the first mejftin^^ach member should share In an orientat4^ program. The 
objectives of such/5in orJentation would be: 

To acquaint members with the role of an advisory committee. .From first 
contact, a prospective committee memb er wil l want to know what demands 
will be made in terms of time and other resources. 

- ^ Committee members should krfow the scope of action in which they can become 
Involved..' * - ^ 

To clarify expected goals of the committee. By the end of the first 
meeting, each member should have a clear picture of, the educational 
^structure of the area they will be advising. They need jto realize that 
'their role is advisory in nature,^ and that the final decisions, rest with 
the administration. ' ' - ^ 

^ Committee members frpm private 'business tend to become impatient with the 
time it takes for approved suggestions to be acted upon. The orientation 
p^rijod is a good time^ to ident^ify methods of budgeting, timelines, and 
other specifics regarding the operation of the program. (.See Apoendix I,' 
page 63 for letter written by a .former advisory co^ittee member.) 

Program of Work ^ - — 



Once committee members are oriented to the program and its gcals, a program of 
work^ should be planned. The chairperson and the instructor should do prelim- 
inary organizing followed by involvement of the full comnlttee at one meeting 
session^-preferably the second. This process (Bakes the program of work the\ 
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ccyiinittee's, not the instructor's, and the committee will be more likely to 
achieve what they have identified throughout the year. A sample of work can be 
>und in Appendix J, page 67. ^ ; 

n established advisory committee might choose to do a program assessment at, 
/the end of the school year* Irt the fal^l, the program of work is then built 
around the priorities thdt have been identified as^a result of the assessment* 

<^ / Election of Officers 



- £leqtion of officers should be held during the second or third meeting,, after 
members are somewhat acquainted* The temporary chairperson will conduct thfs 



j election* (See Appendix F Jnd G, pages 55 and 57*) 
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/MEETINGS 



KEY POINTS 



The chairperson ind responsible School representative have joiJ^^tly planned 
the meetings. , . ' - 

Arrangements for facilities and equiiwtertx haye been iti^Hfr. ^ 

Committee members h^ve been notified aad re;nifi46d of the scheduled 
meetings^ " . ' ■ ' * . ^ 

Committee recommendations have been foUowd up and appropr^iate actioh has 
been taken and reported. , ■ , ' 

Every meeting is evaluated by members. - ^ / ' *^ 



WHY HAVE MEETINGS? 



Other than, the fact that adv1$orj^ committee meetings are required for approval^ 
of a cluster program by the Oregon Department of Education, the following 
<;easons exist: ^ 

Meetings are the fastest m6ans for cQimnuniC;ating information. ' , . 

Meetings save time by ^dttlng limdiate reactions and producing Immediate 
results. ' ^ 

.Advisory xommittee meetings provide a means for disseminating informati'on 
and getting feedback, which ^facilitates the communication process by 
keeping misunderstandings to a minimum and fastering ^positive*" under- 
^, standing. ^ r , ' 

Meetings provide a Chance to gather Ideas from a variety of participants. 

\The (lynamics of group interaction produce results greater thart those which 
Could be obtained by individual contact. . ' ^ 

Each committee member is made aware of a larger commitment to the program, 
not^just indivi^dual commitment.' 



ELEMENTS OF A GOOD MEETIMG 



The following list reviews elements common to good meetings. It Is not dll- 
inclusive, but if these points\are cov^ered, chances are the meeting "will be a 
success. 

1. , The meeting begins on tiiSTe.* 

2. The meeting has a clearly defined purpose, which is understood and 
accepted by the participants. 

1 ^ 
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3. 
4. 
5. 



Particiipants arriv-e at the meetirfg already informed as to the major 
problems to*'be dealt^witV). • . 

t * 

Though flexible and informal, the , meeting mo^^es right along -^nd stays on 
th? tr^ck, adjourning on time. , " * ^ , 

jCojnmittee members^ lease the meeting with 'a feeling of personal accompTish- 
ment and w>tb cha^l\^g0s to meet. 

Maybjb the most^^tmportant of all the points mentioned: There is follow- 
tMFqygh on the meeting. ' , > ^ . ^ 



DO'S . - 
Be §i ncere 

^e a good listener ^ ^- , * 
Be impartial * ^ ' ' ^ 
Be courteous 
Be patient 
Usfe tact 

Give credit where due 
Instructor should talk only 
when call^d'uppn 

■ (See Appendix K, page 69, for Meeting Checklist) 



DONT'S 

Avoid expertise linstructor) 
Ava1d groui> pressure 
Avoid jargon 
Avoid critical remarks 
Avoid surprises 
Avoid labor-management 
controversies 



HOW MANY MEETINGS ARE NECESSARY? 



One of the most frequently, asked questions is, "How mafty meetings are .neces- 
sarj'f' Once the purpose of the committee is understood and the appropriate 
program needs identified, the number of meetings necessary will be evident. 
Without identified, program "needs,** there is probaoly no reason to have , any" 
meetings, let ^lorfe worry about how many. 

A newly formeti committee will need to m^t more frequently than an established 
one. Most new committees 'find that sevehQ organizational meetings are. neces- 
sary, scheduled fairly close together. ~Sh established committee* needs a 
regular meeting at the beginning of .the school year to lay out a specific 
program of work for the^coming year,^.crne at the end of the ye^tr to evaluate the 

tar's activities and suggest improvements, and as many regularly scheduled 
etings in between as the coinmittee feels nee^ssary to 
deal with^major concerns. Special meetings may also be 
time-j ■ . ■ 

Remenfber that 'holding a meeting without 
than hav.ing no meetyig* at all. / 



r 



learnt 



assess progress and to 
necessary from time to 



purpose* is probably v^rse 



PlANNrMG THE DATE, TIME AND PLACE 



The first step in planning a meeting is to determine the m6st convenient date, 
time and place. After the first meeting, this is usuany*c(on6 just before the 



* 

adjournment of each meeting. For the first meeting and any special ly^e^tirigs, 
it vrill be necessary to contact each-member to see *Khat dates are open. It can 
be difficult to fin(i a date and time that is convenient for all , committee 
members. If no day can include al3 members, it may be effective to rptate the 
' days m which the committee meets, so that even thei busiest members can be 
accommodated at least- part of the time. 

The s^ime problem sometimes exists with the time of 6ay that the meeting will be 
.-^eldi Rotating meeting times has also proven effective. Some of the following 
types of meetings might te tried at various times. . ' 

Evening meetingi (Dinner/Dessert) - 
luncheon meetings . 
Afternoon meetings 
Mid-morning meetings 
\* Breakfast meetings ^ 

Factlities are an imp(^rtant ingredient in any meeting* Some of the important 
selection criteria are: ' ^ ' 

Convenience to the committee members 
Fewest possible interruptions ^ 
.Adequate^'llghting, heating and ventilation 
Convenience for use of visual ^ids 

"Adequate seating, which can be arranged 1n a face-to-f§ce situation, e.g., 
conference' tabl e 

The surroundings should reflect the role of the committee and the program 

Likely choices are a school conference room, the library or a cluster class- 
rqom\ While creativity in facilities is encouraged, iiaving a permanent m^eeting 
, pllace avoids confusion. 



PLANNING THE AGENDA 



The nVt' step is to mike an appointment with the chairperson to Vl^" the 
agehdaj^ Planning an agf^nda takes care of two very important points: 

A blanned agenda encourages the school representative to present clearly 
denned problems to be solved and goals to be reached, u$ing the prpgram 
of work as a guideline. ' 

A planned agenda [mailed to committee members gives them an opportunity to 
^ thinii things out;, gather necessary data and. develop a point of view^ 
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enda items should reflect the interest and knowledge of coirani jttesq members. 
Getting together allows the chairperson to provide Input, Including additional 
Items that|have developed from coitimunfcatlons with other committee members. It 
gives the thalrperson a head start and more confidence in conducting meetings. 

A good -te?t of a^n agenda ttem-^Does it meet most or all of the following; 

1. Is thU a real concern? 
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2. is this a problept the school wishes to solve? ^ ^ 

3. Will the school use the committee recommendations? 

4. Is this a question that the committee is or will become interested in? 

5. Is the committee prepared to discuss and make recommendations on this 
type of conCeffi? ' ^ ' ^ 

6. Do members^ have sufficient facts and background information available to 
make worthwile suggesti6ns? r ' * . 

7. iDoes th6 'item relate to timelines identified by the program of , work? 

This get together is aHo a good ^ time to anticipate possible problems that m^^ 
arise during the meeting.. If meetings are plapned only in terms of problems 
to be solved, one of the most Important outcomes of the meeting would be^ 
neglecte^d: the Individual. The meeting should be planned and conducted with 
the 1nd1vi(^ual members in mind; each committee member should get something out 
of the -meeting; ^.g., a new insight, a meaningful assignment^ an opportunity to 
be heard, and the feeling of accomplishment. 

' To foster ^reedom^ of expression, allow a segment of the meeting for general 
concerns and discussion. Coilfine extraneous business to this definite ti^n^. 

(See Appendix L, page ?1, for suggested agendas.) \ 



^ FINAL PLANNING 

Checking Reservations 

Double check facility and equipment reservettions; make sure those responsible 
know what Is wanted. 

Informing Members of the Meeting 

With. an agenda and a/confirmed time and meetlng^^lace,^ notices, inclu<ting a 
-copy of the agenda, should be mailed. It is also Wise to send a copy of the 
minutes of the previous meeting, as an update formal! members. The letter 
shpuld be over the signature of the chairperson and should go out to the 
committee members at least two weeks in advance of the meeting. At ttte same 
time, other guests should be Invited by phorte or written invitation. (Hole 
punch all material so it can be placed directly into notebooks.) 

Prepaf'ation of Meeting Materials 

Much meeting, time can be saved by presentations which present facts in ? clear 
manner. ' ' . ^ ' • 

In general, reports should be brief; if presenting a series of facts, ensure 
smooth transitions from one set of figures to* another. Use visual aids and 
variety in presentation.^ ^ 

Meetings often present mu<;h oral information and notes should be taken for 
later reference. ^ 



Notice on the Day af the Meeting < ^ * ^ 

)0n the *da(y of the "meeting or the afternoofl btefore, ijhone those who are to 
attend the meeting'., Not only wj11 this courtesy improve attendance, it also 
allows one more >h^nce coiranunipate with /each member and clarify agenda 
items. ' % ' ' \ 

Final Preparatiws^ .s ^ ' . ' 

The sc)iool representative sho_uld arrive early to- prepare the meeting. 

i^. Seating' should be arranged facing'in. ' ^ - ^ 

2^. Ash 'trays ^should be provided. (Clearance should be obtained for smoVing 
privileges as apprcpriate;) ' 

3. Qoffee-and cDolci^s should be conveniently located. 

4. Check audiovisual ajds to see that they are opefating properly and 
' placed ready for use. 

5. Have note paper an<f pencils available and manila folders for harOouts and 
notes. (Hol;e punch) / . ' , " ' 
Prepare name tags*. . I 

ChecK 1 ightijig, ventilation, heating and sound sys'teras. 



What to Do Before the Meeting starts 

As members* and gue^ arrive, ^ introductions should be made, refreshments 
offered. This time can be used to exhibit Items of interest such as new 

teaching materi-als^ student projects and information bulletin boards. ^ • ^ 

> . * - *' ' 

Students may be used* as host^'and hostesses. 

■* * 
Tips for Problem-Solving \ * " * ^ , 

The' • foil owing quesj||tons may be/ ufeed as helpful steps in * proble(ji-s^]ving: 

Where are we noj^? ^ ^ , * ' 

What is our targgt?- * / ' 

Do we 1»ave all the pertinent infonwion? 
What ar^ the' alternatives? 

How is ^each alternative effected by. policies, financial Ikii.tatlons^ 

ultima'te; consequences? ' * ' ' ^ 

What are the Recommendations? C : . ' *^ 

/ach problem should be presented* in the form of a question. 

Each meeting may find several problems being discu^ed, each In various stages 
of the above plan.* ' . 

. ■ ■■ s/: 



EVALUATION OF MEETINGS 



Soonr after, the meeting, the 'school representative and the chairperson should 
meet to evaluate the meeting* using those evaluation forms completed by commit- 
tee members. (See Appendix M, pag&,73, for form.) 



The results of this analysis shoyld be considered when planning the ^enda for' 
She next; meeting. ^ ^ ^ ' 



Even a highly successful meeting shouldT be analyzed tg/lcjent^ 
successful. 



FOtLOW-UP 



Although the crucial element of follow-up often i$ neglected 
representative this .i$ where the real work begins. The foll<iw1 
need loimediate attention; 



fy why i^ was. so 



for the school 
ng items would 



1. Prej^re minutes. (See sample MINUTES, Appendix page 7$*} 

2. Prepare special reports. ? ^ " ! 

3. Mail copies of above.. * ^ ^ ' 

4. Forward commfttee recommendations to the superintendent* school board 
(fr appropriate persons. 5 

5. Jake necessary action on fecoovnendatlons. | 

€. Report action taken and results to members. i ' 

7. , If action Is^not taken, giv.e reasons. - ' ' . 

Follow, through ;by checking on people with assignments from the chair- 
person, {The chairperson may wish to do this, but offer your services.) 
Send thank you notes to special ^participants. 

Mali a copy of the. minutes to the appropriate specialist at the Oregon 
Department of Education.' . J . - 

It. Arrange, for any special public relations or publicity. 



8. 

a. 
10. 
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MAIUTEMANCE 

J 



KEY ROIHTS 



1 

Committee members' are glveft an opportunity ,to be active partlciparits in 
(; peeting and pro^rsm development. 

Cocnm-fttee members are -fnfomied x>f the Impact their reconsnendatlons have 
had on the program^ * , * * ' ^, 

- Comniittee, members hav6 developetf a long-range plan of action,. 

. CwnmiUee members nave received appjcopr^ate recognition for their coatrl- 
butions,. 

'Coiranlttee members are able to be Involved In meaningful projects,. 

The purpose of this unit Is to suggest activities which will keep a committee 
active and motivated,. The following suggestions have been found effective in 
keeping a cemmittee stimulated,. Some of the following discussion has been 
covered in a previous unit,. , 



ORIEtlTATION dF MEMBERS 



Getting off to a good start Is a key to maintaining ait effective and enthusi- 
astic conmitteev Between the irtitial contact and the end^of the first meeting, 
each member should be oriented,. The objectives of such'^ an orientation v(Ould 

be: , * 

1» To acquaint m^bers with the role of an advisory committee,. ?rm the 
first contact, prospective committee members will want to know what 
demands vdll be made in^terms of time and rest)urces. 

^ * ^ . 

By the end of^he second meeting^ committee membfers shojuld know the scope 

and limits of advisory committee ^Involvement,. ^ 

2. To facilitate an understanding of the reasonable expectations for the 
jidvisor/ committeie,. * By the end of the first "meeting, each member , should 
have a clear picture of the educational structure 'involved in the ar^ea 
they will be advising. They need to realize that their role is advisory 
in nature, that the final decisions rest with the administration. 

3. To facilitate an understanding of the broader goals of the distrfc<t. An 
overview of the/total educational program, current and long-range objec- 
tives and acpcSmplishment, assists committee members in problem-solving. 



long-range" COMHIHEE PLA« 



Instead of emphasizing small units of time, such. as th.e number of hours spent 
in a meeting, or the numbeP of meetings per year, emphasise ttie long-fange role' 
of'the committee; group and individual contributions talce on more dimension. 

There is a limit to the number of tasks the commit^e can perform at ariy one 
time. While some functions will not, apply at the present time, they may become 
important as the program develops. To effecti-vely utilize corranittee time will 
require a long-range plan; a clarifJCation of goaljs. (Appendix A, ^age 35.) 



MEANINGFUL WORK 



In general, committee nTembers will be satisfied if they feel that their efforts 
as committee members are contributing to the devel opment of the progrgm. 

1. Keep cORmiittee meinbers informed of the impact that their recoiranendations 
^ have had on the program. Program developments which follow committee 
recommendations provide concrete evidence of committee contributiqns. 

If committee recommendations are no* implemented, a careful explanatiort 
should be made immediately to committee members, tQ let members know that 
their ideas have been carefully considered. 

Do not implement changes which lie within the, realm of advisory ctmmittee 
action> without invotviing the committee. Such action would only confuse 
the members as to their rcpes. 



OUTSIDE ASSIGNMENTS 



CcHnmittee members often are assigned task 
The institutional representative' and th 
assignments to fit^the knowledge and i 
careful not to assign too much deta. 
If an assignment includes detail work, 
the comittee to provide support. 




to be carried out between meetings, 
chairperson should tarefull^ plan 
ests of individual members. Be 
for any one member to accomplish, 
restitution should work closely with 



RECOGNlTIOin 



Host advisory committee members give a considerable amount 
their asslgi^ents and many contribute beyond these assignments, 
recogniti^. ' ■ 



of effort to/ 
They deserve" 
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There^'re several ways to, provide recognition for^" qocmittee members* One gf 
ttiese4is tcv provide publicity;. News release^, slide programs and brochures can 
be developed to feature the role^nd achievements of the committee. 

Vocational youth organizations can recognize committees by inviting them to 
meetings, awards programs {tnd banquets. FohtiaV presentation, of awards isr^a 
good form of recognition. " ' ^ . 

Ind^vtdual achievements outside of the comitee function shou]d also be recog** 
nized. Board members, administrators and instructors .should communicate 
'congratulations for iTidividual achievement. Coimrfittee meetings are an excel- 
lent channel for such statements of recognition and add to the tone af the 
meeting^ (See Appendix 0, page 77> for sample appreciation letter.) 



COI^riNUED COMI^UNICATION' 



"The preceding guidelines emphasize' the elements necessary for a^ vigorous 
committee. Remember that an effective committee is an informed cojnmittee." 
-Don't be afraid ta communicate between meetings.' 



REVITALIZUIG AN OLO COMMIHEE 
AND/OR INEFFECTIVE COHMIHEE. 



Over the pasVfifteen years, many schools have organized advisory coirmittees to 
meet the intent of the Vocational Education Act of i963. Many of these commit- 
tees were formed as an expedient to meeting program assurances and Were never 
intended to be active advisgry groups. 

The Vocational Education Amendmeriffe Act of 1976 has placed renewed emphasis" 
on local advisory consnittees and £^ stronger emphasis 'on accountability. Thus, 
long established corrmiittees will need to be examined" fof their effectiveness. \ 

Some 'approaches to revitalization and rfetpganization of advisory committees are , 
listed as follows: ' m ' 

I ^ . ■ 

1. Is balanced membership a problem? * , 

Completely disband the old committee and restructure a new one. 

Add appropriate members to the old committee to achieve the desired 
^ balance. / ^ . ^ 

Check with all old members to determine if they wish, to continue to 
serve and explain the reorganization procedures. 

2. Are members activelj^nvolved in the meetins? ' " 
Plan meetings that promote active participation. 
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Observe the verbal parti(?ipation of school personnel. Perhaps they 
are dinknoxlngly domiriating the meeting* 

r *■ ' ' . 

H 

' Be sure to plan meetlugs with the a<Jvisory chairperson. 

Be sure the advisory. cofnmittee chairperson is prepared to conduct the 
meeting, ^ „ ; , . ^ ^ 

Make sufe all materials are s&nt to members ahead of time ^o they are 
' informed^ . - 

\ - ^ 'J 

Is the program of work meaningful and developed by the committee? 

Have the committee complete a program assessment, set priority needs 
based on the assessment, develop a meaningful program of work based 
on the- identified priorities, - 
'\ * ^ ' ' ^ 

B6* sure that the activities 'identified in the program of work are 
realistic for the advisory group to accomplish, 

A' School personnel should work with the committee chairperson on 
preliminary planning. 

Does the committee feel a sen^e o? accomplishment and .are -they provided 
with adequate feedbaclc on the disposition of'past accomplishments?* ^ 

Be sure to notify the committee of the results of recommendations 
' they have made, * ^ 

Be sure, they are recognized by letters of appreciation, certificates 
of lappreciation, invitations to appreciation banquets, and other 
appropriate puljlic recognition^ . * 

Listen and act upon the committee* s'adv ice whenever possible. 

Does the committee feel like rubber* stamps? 

Let them pro/lde the input that will be utilized in solving problems. 

Make sure their program of work is designed realistically involving 
/ ' Useful- activities. 

If they are to, approve something, be sure they have been involved in 
the planning and are Adequately informed. 
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r , APPENDIX A 

RECOMMENDED FUNCTIONS . ' 

The following Itst of functitfns m^ty.be helpful in developing a program gf work 
^ for advisory committees. ^ 

Committees might worit in several or^all of the following arcfsas: 

Keep school personnel informed on current requirements r'elatlng cluster 
^curriculum. 

Provide advice on the selection of equipment and types of facilities needed / 

, for iristruction* , * * . ' f 

j_^Recominend criteria pertaining to employer expectatiofls for students* 
^Assist sfudents in procuring employment. 

Assist in communis surveys .(job surveys and employment surveys)* 

Assist in the placement of qualified graduates. 

Make /econnnend^ttops as to coimiunlty needs in the area af adult education 

p/'ograms and courses* /^r^ 

^Assist iM|he evaluation of the cluster" program* 

Provide rfflancial assistance in certain instances* 

Assist in^course and curriculum planning, including course content (in 
^an advisory capacity). 

Assist in conveying Information to the community about the program* Help 
_sell the program to the community* 

^Assist in securing adequate training stations. 

, _Spcfnsar youth 'organizations* 

_Provide guidance in w^ge and hour problems. ' ^ 
^Act as- a sounding board for new ideas* 

_Assi5t in establishing realistic a chieve ment levels for entry level skills. 

Participate in employer-employee banquets and other special functions. ^ 

^Serve as a source for securing community resources* 

. Assist in developing appropriate projects when the project method is ' 

utilized* ' ^ ^ 

Provide inf»ut into the development of long-range plans* 

-Act as an instructor appraisal committee 3S the need arises, but only in 
%^ve{:onmienjded areas (not hiring). 

Provide assistance In preparing and printing informational publications 
-c^^^signed for student recruitment and employer groups* 

This list Qf recommended functions is not inclusive, yet it covers thfe major 
areas of concern.. It^is important to note that the success of the committee in 
carrying out these functions will depend on the ingenuity of the instructor and 
, the relationship of the instructor to the committee chairperson. 

, Greater use of advisory committees can be made through the use of *long-range 
planning of functions* by the year* An expanded list af possible functions 
follows; first » a list for secondary schools and community colleges, and 
second, ^a list for elementary and junior high schools. 




SUGGESTED FUMCTIOMS FDR CLUSTER AND SPECIALTY COHMinEES: 



1st 
Year 



Student Selection and Placement ^ 

!♦ Ttecommend criteria T^ertaining to employcyr expectations 
of students* ^ ^ 

2. Provide information concerning desirable aptitudes 
and the education and experience background applicants 
^ for entry-level jobs should have so that educators can 
properly plan student recruitment, education and 
training prograjns* 

3# Assist in placement of qualified graduates. ^- 

4# Assist in securing adequate training stations* 

• * i' ' 

5* Provide assistance in preparing and printing informa- 
tional publications designed for student recruitment as 
well as eitployer groups. 

6# Encourage young people and parents to consider voca- 
tional ^nd technical education and training through 
such activities as visits to *'feeder schools/ speeches 
to civic clubs, and career d^ty- meetings* 

7* Assist^in the screening pf students applying for 
.admission to the courses* ^ 

8* Arrange plant and field trip visits for students 
and counselors* 

9* Provide vocational guidance literature to teachers, 
counselors and' students* 

10# Assist and participate in surveys of local industry 
manpower needs* 

11# Place school graduates in jobs* 

Student Recognition 

1. Sponsor youth organizatiofis. ^ 

2* Participate in employer-employee banquets and other 
special functions* ^ 

' 3# Provide scholarships ^d other financial assistance 
for outstanding graduates who wish to continue their 
^ educajcion^nd training* * rs.. ' 



2nd 3rd 
1fear Year 

































/ 


f * 
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■t 
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' 4* Provide prizes to outstanding students* 
Instruction Progr^ 

1* Keep school personnel Informed on current requirements 
relating to the cluster curriculum. 

• 

2* Provide, advice on the selection of equipment and types 
of facilities need for Instruction. 

Z* Assist in the establishment of standards of Rfoflciency 
to be met by students. 

4> Make reconnendations as to conmunlty needs In the^ared 
'^of adult education programs and courses. 

5* Assist In thg evaluation of the cluster program. 

. 6* Provide financial assistance In certain Instances. 

' 7*. Assls^t in course and curricCilum planning, including 
course content (in an adyisory capacity). 

8. - Assist 1n establishing ^ realistic achievement leveT^ 

for entry level skills. " * 

9. Serve as a source for securing conmunity resources. 

10# . Assist In developing appropriate projects when the 
project method ^s utilized. 

lU- Provide input into the development of long-range 
pUns. 

12* Assist in the preparation and review of budget requests 
for laboratory and shop equipment and supplies. 

13* Evaluate physical conditions, adequacy of equlppient^^ 
, and layout of laboratory or shop. 

14* Obtain needed school equipment and supplies on loan, . 
as gifts or at special prices* 

15. Assist In the development of schodl policy concerning 
the kinds and voltnne of productfon work or "live jobs" 
to be produced by students sor that this work will be of 
Instructlonal value In the education program. 

16. ' Establish and maintain a library of visual aids, 

magazines and books concerning industry. 
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ITsj^range plant or field trip visits for teachers^ . t 

18. Provide sample kits of raw materials, finished ; ^ 
.products, charts and posters for exhibit and 
in$tructioj™al purposes ip classrooms and shops. ' % . 

4 ^ 

Tfeacher Assistance ^ 
■1. Provide guidance in wage and hour problems. 
2: ''Act as a sounding board for' new id^as. 

3. Act as an Instructor appraisal, conmittee as the need 
arises. . • ' * ^ 

4. Provide funds {o help local teachers attend regional 
.and national meetings of industry and teachers 
organizations-. 

5. Arrange meetings for teachers. to establish' cooperative 
relationships between the school and tndustry. 

6. Arrange summer employmenl; for teacher^s. 

7- Conduct clinics and inservice training programs to 

assist ^:eSchers. ■ ^ 

Y * ' ■ . 

8. Arrangp for substitute pr resource teachers from ' 
industryto assisit regi^lar teachers. ^ 
• * 

Pjjblic Rejations ' 

1. Assist in conveying information to the community about ^ 
th^ program. ^ 

2. Provide speakers to address "t^ad^, and c^vic groups 
concerning the industry's educat4on anjf training 

. progra^^ in the^school. ... ^ . 

3. Provide news stories/concerning school programs ^ 
'to magazines published for , specific industry groups. 

4. P'rovide news ptories^concerning the school program , 
^ to local news media. - N 

5. Attend meetings in support of- career, edAication whi.Qh 
may be'called by local *and "state school officials, 
boards and "legislative groups. \i 
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6. Partici(i|dte in radio and television programs designed 
^^^^ sell (career education to the public. ? 



J 

7. Advise employees and their, families concerning school 

programs by posting information on bulletin boards and 
^ puttia9 lews stories in ^ottipany bulletins. 

SUGGESTED FuJcTIONS OF EXPLORATORY AND AWARENgSS. COMMITTEES : 
Student Se1ej:tion and Placement 

1. Assist/and participate in surveys to identify local 
' industries that 6,re willin^li^ sponsor work observation. 

/ ' ' ' 

^. tProvijde assistance in preparing and printing publica- 
tions designed for employfer groups. 

3. Recommend criteria pertaining to employer and studetit 
expectations for work observation students. 

4. 'Assist in the placement of interested work observation 
students. 

5. Encourage young people anrf parents to consider voca* 
tional and technical education and training through, 
visits to classroomis, career day meetings, antf speeches 
tp parent groups. 

6. Arrange plant or field visits for students and - 
counselors. ' > / 

7. Provide career guldartce literature to teachers, coun- 
^ selors and students. 

Student-Recognition - * ^ 

- 1. Pr;ovide prizes to outstanding students and groups. 



Instruction Program 

1. Work with school personnel to inform them on curi^ent 
employment, r'e<pji^ relating to a givea career; 

2. Provide financial assistance in certain instances. 

3. Assist in course and curriculun planning, including 
<Ji$3^^se content. ^ ^ 

^Ai^S^lf^ source of fecuring community resources. , 



5. Assist; in developiftg appropriate projects using basic 
- occupational skills. 

6. Proviae input for the development of long-range plans. 

F 

/ 

7. Obtain needed school equipment and supplies on loan, 
as g^ifts or at special prices* 

8# Establish and maintain a library of vIsuaKaids, 
magAzines and books concernl^ig. Industry. 

'^9>^Arrange plant or, field trip visits for teachers* 

^10. ' Provide sample kits of raw materials, finished prod- 
* ucts, charts and posters for Classrooms and shopll as 
instructional exhibits. 

Teacher Assistance 

1. Assist in. conveying information to the community - 
about the program. 

2. Provide(speaker*s. 



3. iProvide news stories concerning school programs to 
magazines publi^hed/for specific industry groups. 

4. ■ Provide nev« stories concerning the school program to 

local news'^iiiedia* 

5. ; Attend meetings calledj>y local a^i^ state school 

. officials, boards and legislative groups supposing 
, / career education. S ' 

6* Participate in radio and television programs designed 
f to promote career educat^n to the public. 

i. Advise employees and their families concern in^i^chool 
! programs by posting information on bulTetin boarrds and 
I pt*tting news stories in company bulletins. 
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1*. 



2. 



3. 

4. 
5. 

6. 

7. 

• 

9. 
10. 



ORGANIZATION. CHEfcKtlST 

Write cotfcfse missiciii; or goal statements for ^ 
corpUtfee .estabTlsliment. {Involve instructor' 
who "Will be wofking with the committee.) 

Clear ejitablishmenrbf a committee with: ' ' 
■ Department Chairperson ' ' 
Principal ^. ; 
Superintendent 
. School 8par;<l " 

Invite ijemb^s who- will prfllflde representation 
of major occinj'^tional fields. 



Needs to 



Consider balanced Reinbersh|p-{not all ihan$3e(;$)^. 
ttf . appointnic 



Send a letter 
intendent V> 



er^ al 



from the sniper- - 
fboard approval . 



Know the posttion of the*orJlffllUer In relation 
to the cwmnittees Oiperati 

Write preis Irelease oa. cotmni tt§e fqrmjtion.or 
change.,/ .:'./. " ■ , ' < \ - 

>• / ■■ 

^lect a tempDfral'y..cha1rper^oiv to chair the fij^st 
meeting^' ' . ' i v ■ .■ ' ' ' 



Provide* a secretary fSr tHe- group. 

Oev^op,4*tpnstitutioi» to meet the commit- 
tee's' needs, jnc;l-iljling: ■ • . 

.* Terms of raen^rship to provide 'for a 
rotfetionH V" ^ " . 
Election ot.tfffii;ers--chairperspn, vice 

chairperson', • 
Riiles of operation . , ' 

II. Select, officers (chairperson, vice chairperson) 



Be Done ' Accomplished 


* 


** 






^ 


- 






• 


















/ ' ■ ■ 











♦iThis is a 'po,licy'docuraent and Is optional; however, policy shouil'd be clearly 
. identified'by the local edticatiopaV agency prior to the organization. 
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ADVISORY- COMMinEE COMPOSITION 



Items to consider In th^ selection of committee membership are found In the 
follovring ch.eckl1st: . ' » 



Belief in ^the goals of career and vocational education.* 

Interest'and willingness to'serve? 

Representative of pcetipatlonal areas? 

Representative, geographically speaking, of -the commanlty? 

Knowledgeable about community needs and Interests? 

A recognized influential person? 

Representative as to age^ political membership and * 
organizational affiliation? 

ffember of a pressure group? 

Open to Ideas? 

Available for regular meetings? 
Educational background? " , 



YES NO 



In a(klit4on to committee members with. occupational backgrounds, the following 
n<Mv1duals might serve as ex-bfflcio members of the connnittee. 

' , / 

Vocational Director 
Guidance Personnel 

Administrator " . 

Curriculum Director 

Teacher of Allied Supporting Services 

School Board Members 

Principals ' 

Students' 

^ . ^ ■ 

The number of such persons should be limited, (fe^p^from the community should 
represent the majority of thexommittee membership. ^ - 



SUGGESTED OCCUPATIQHS FOR COMMITTEE MEMBERSHIP 
^ AGf^rcUl^TURE * 



Studen't t . J w 



.Farmer and Rancher 
Agriculture Business :\* ^ 

Equipient Dealer 

Banwr , [ 
:|i Dealer • * 

^d ana Feed Dealer 
Cooperative Person 
Orhamerttal Horticulture Personnel 
Nurseryman 
Landscape Gardener 
Florist 

Park& and Grounds Maintenance -Person 
Forestry Personnel 

National Forest Service 

National Parks - ' 

Private Forest Industry 
Community College/High School Representative 



' BOOKKEEPING AND ACCOUNTING 

r 

Student ' . 

Certified Public Accou()tant 
Bookkeepei^N- 
Payroll Clerk 
Internal Revj^nue Agent 
Credit Manager—Chain Store, 
^ank Cashier 
Office Manager * ' 
Loan Company Counselor 
Cwirputer Programper 

Community College/High School Representative 



CLERICAL 

* o 

t 

student / * X ' 

Key Punch Operator ' ^. 
Receptionist , 
BanksTeLler ' 
Clerk -typist . 

Credit Manager - 
Credit Records Clerk ♦ 

Personnel Director L 
Office Manager v < 

Coiranunity Co11ege/Kigh School Representative 
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COMBINED ADVISORY. COMMITTEE / : f,i 1, 

I ' ■ f 

Membership would^ consist of representatives from the ^lous cluster ^reas 
fotirid in the school. Refer to the various occupationafTareas for specific 
flienibershlp. ' " ' 



laKAf'eas i 



* „^ ' CONSTRUCTION 

■Student i . v ♦ 

Vfor<ers or Representatives from these areas: ' ^ 
' Carpenter <l 

Roofer 

Painter 

Pipe Fitter 

Floor Layer 

Iron Worker 

Bricklayer/Cenient Mason 
ProfessionaKAf'eas 
Contractor 
Banker 
Architect 

Building and Loan Official / 
Real tor / 
Appraiser 

Building Inspector - ^ 

Trade Associations , ^ ' ^ 

AFL-CIO 4 
, * , Building and Trades Council , ^ ^ ^ 

Apprenticeship Council ^' 

*Hofne Builders Association 
COnmunlty College/High School Representative 

COOPERATIVE ifO-OP) WORK EXPERIENCE COMMITTEE 

Co-op aor^k experience is a part of a nuniber of occupational progi^s in schools 
and a special. commlttoe could be formed. This committee m^iy draw representa- 
tive membership from established occupational Committees or a new committee m^iy 
be formed representing various work experience areas. 



DIVERSIFIED XCUPATIONS 



C 



Membership of this committee would vary depending on employment opportunities 
and student interest. ^ 

Student, 

Private and Public "Agencies < ^ 

Employment, Office ' ' 
• . ' Public Works 

Police-Fire Department 

Post Office ' 

Family Service? * 4 ' 
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Business » * ^ * 

Banker^ - ' 

Chamber of Commerce 



Store Operator or Manager 
Manufacturer ^ 




Tr;KJe^ Associations 

Retail Representative _- • 

Apprenticeship Representative ' 
Conwinity Cbllege/Higb School Representative 



ELECTRICAL 

f A 

Studen't 

Workers Qr Representatives from These Areas: 

Appliance Servicer 

Electronics Technician 
. Electrician ^. 

Electronics Ass^embler 

trdad Dispatcher 

Telephone Line Repairer 

Electronics Teacher 
Professional Areas , * 

Electrical Contractor ^ 

Appliance Store Owner or Manager 
Trade Associations 

Apprenticeship Representative ^ 
Commiinity College/High School Representative 



FOOD SERVICE 

Student 

Restaurant Operator and Employee 
Union Official 
Waiter-Waitress 
Baker 
Cook/Chef ^ 

Institutional Food Service 
School Food Servicer 
Catejper 

Franchise Operation/Operator - 
Oietitician ' ./ 
Food 'Supplier ' /■ 
Student 

Restaurant Association of Oregon Representative 
Corrantinity College/High School Representative 



F;0REST PROOUCTS 

Student 

Workers or representatives from these ar^s; 
Federal Government ^ 
U.S, Forest Service - 



FOREST PRODUCTS, Continued 



^National Park Service 
Bureau of Land Management 
' State Government 

■Oregon Board of Forestry 
tfregon State Univerjtity, School of Forestry 
Bureau of Labor 
Private Industry 

Ftirest Product Industry 

Plywood Hill * 

Paper Mill 

'Saw Hill 
Independent Loggers Association 
Private Forest Service^rganizaticins 
Union Representative 
Community College/High School Representative 



HEALTH 

Student 

Hedical Doctor 
Nurse 

Dentist * , , . 

Dental Assistant 
Laboratory Technician 
Hedical Assistant 
Occupational Therapist 

Community College/High School Representative 1 



[uliiTientNtecheini 
>or \ , ^ 



INDUSTRIAL HECHANICS 
i 

Student 

Workers or representatives from trese areas; 
Automotive Mechanic 
Construction Equ1ij<Tient\tiech4nic 
Diesel Mechanic 
Garage Supervisor 
Maintenance Hechani^ « 
Hillwright 

Office Machine Servicer 

R6frigeration/Air' Conditioning Hechanic 

Stationary Engineer 

Service Station Attendant ' 
Professional Areas 

-. Coiratiunity College/High School Hectianics Teacher 
« Automobile Service Hanager 

Office Machine Distr*ibutor 

Career Counselor / 
Trade Associations ■ ' v 
^ .Apprenticeship Representative 

Employment .Division 
Community College/High School Representjitive 



.stud 



\ 

' J MARKETING 

ent ^ 

kers or representative's from these ared^: ^ 
Grocery, Clerk or Manager ^ ■ , * 

, . Banker ^ ; ^ ^ * ^ 

Department Store Clerk or Manager 
Wholesaler 

Manager^ Small Business *v 

Realtor * 

Insurance Agent * ' 

Purchasing Agent, Industrial 
Professional Areas: 

Retail Merchants Association, Representative 

Chamber of Commerce Representative ^ 

Manager, Private Eritiployinent Office 

Training Station Sponsor 

Educational Counselor 
Trade Association 

Union Representative \ <^ , ' 7 

Community College/High School Representative 

. HETAl^S 

Student 

Workers or representatives from these areas: | 

Machinist 

Auto -body Repairer 
.Sheet Metal WPrker 

Welder > 

Foundry Worker 

Metallurgist 
Professional Areas: 

Contractor , ' " ' 

Banker 

Loan Association Representative y 
Trade Associations - 

Apprenticeship Representative 
community Co{l,lege/High School Representative 

^ STENO-SECRETARIAL 

Student * ^ ^ 

Employment Division Manager 
Executive Secretary 

Secretary > , * 
Legal Secretary 
Stenographer 
Office Manager 

Personnel Director , ^ ^ * 

Certified Professional Secretary 

Community College/High School Representative^ 
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APPENDIX E 



CHECKLIST FOR 

ZELOPiliG LEHERS TO COMHIHEE MEMBERS 
■ 
; may prove heTpful in developing letters of appointment* 
fjor prospective. cotrnjittee roembei^s. ^ 



yfS NO 



1. Description &f the role of the ad^j^y committee- 

2* Statement of the overall philosophy of the programs* 

Z* Indication of support from the board and etdministration. 

4. Invitation to serve. 



5. Details about the first meeting (time, place^ date, 
* and lengtH)* . * 

6* ' Directions for answering the invitation. - 




SAMPLE lEHER INVITING INDUSTRY 
REPRESENTATIVES TO SERVE ON AN 
AD HX ADVISORY COMMITTEE 



October I, 19 




Mr, Thomas Mote, Manager ' ^ ^ ^ ^ ^ - 

More Caterers ^ 

14 71 My^'tle Drive ^ ^ 1 / 

Oregon 

Dear Mr, More: 

Our district Is* exploring the need for an occupational education 
prograin in the field of Food Serviced and Restaurant Management. 
It will be necessary for us to have assistance from your industry 
in formulating plans for this to determine needs. We are therefore 
organizing an ad hoc advispry committee under the (j^rection of 



Because of yoitr extensive experience in the food service industry, 
we would lik%to invite you to serve on this advisory committee. 
While the district will profit.materially from your guidance, 
yOu.will also be rendering a service to your community and the 
industry* 

We areXtentatively planning to hold only three group me^etings 
during tl^e coming ^year. This can, of course, be decided later by 
the commfUee at the organizational meeting on October 6 at 7:00 
p.m. in tn« Board "Room. Please sign and return the enclosed 
self-addrejsed card if you can attend. 

If you have questions, please feel free to contact me. 

Sincerely, . 



V Chairperson 

Boartl of Education 

Enclosure' ' / 
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SAMPLE LEHER ANNOUNCING OFFICIAL 
APPOINTED BY COLLEGE SUPERINTENDENT 

OR BOARD oTv Education chairperson 



October 15» 19 



Hiss Senuaioe Faust - ^ 

Key Typewrftep Compariy 
721 Wercer Street 

Oregon ^ . . ■ 

Dear Miss Faust: " ' \ 

the Board of Education takes great pleasure it) welcoming you as a 
member of our working team. Your appointment to serve a three year 
term on the Office Education Advisory Committee was approved at 
last night's meeting. 

Your extensive background and experiencein the retailing and, 
servicing of office machines and eqt^ipm^t qualify you as a most 
valuable member of this advisory teaBtr^ot^-only can this be an. 
opportunity to contribute your talent to the industry, but to the 
connunity at large as well. ' ' 

We -look forward to a happy and successful year for the Office^- 
Education Program with' your guidance and assi&tance. 

' Sincerely, 



Chairperson 
' Board of Education 
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APPENDIX F 



ROLES AND RESPONSIBILITIES- 
OF SELECT COHHIHEE' OFFICERS 



THE- CHAIRPER^Dtf^ ^ ^ . ^ k- 

The chairperson Is the key member o'f, the conunittee. , The effectiveness of* 
meetings wilT be in' almost ^direct proportion tQ the chairperson's ability. 

Following the electiort of officers, the school representative and appropriate 
officers, , should get together in an infom^P meeting and orient thanselves'to 
1J|ei>* forthcoming responsibilities 

/ ' ■ 

The chairperson has primary vsponsibility in conducting meetings. The meet- 
ings must start j)roniptly, proceed effectively and .close wh.en the business has 
been completed,. The following list of functions will clarify the chairperson's 
'duties gyring the meeting, ^ . " . ^ ^ 

1< ' feaintiin the central^ purpese 8f the meeting; objectives must be clear 
to all participants, ^ , * 

2, Keep the discussion concise and rele\^nt to the issues, 

3, Guide the discussion, " ♦ 

4, Hake transittons and .suinmaries to facilitate the flow of the meeting, 

5, Make decisions based on tlje discussion. » " * ' 

6, Arrange for assignments which vill implement the decision, 

7, Arrange for effective follow-up on the as^gnments, 

8, Close, the meeti ng/promptly^ when all items on the agnenda have been 
' covered,', * J ' ' 

9, ' Follow rulgip of parliamentary procedure, 

EXECUTIVE SECRETARY , ^ ^ ^ ' . ' ^ 

The school represeittative acts as the executive secretary to the committee, 4;he 
election is' a formality. Most executiy^ secretaries take the minutes of the 
meetings themselves, some provide someone else to take the minutes so that they 
can concentrate on the dynamics of the meeting. Whichever option is taken, the 
following duties fall upon the executive secretary. ^ i 

1. Expedite all matters be'fore the committee; ' ' 

2, Prepare descriptive materials and other information necessary for the 
■ chairRprson to function effectively, 

^3, Prepare and distribute necessary reports (progress and special reports), 

4. Plan agenda with chairperson. 

5. Prepare and send out notices of meetings, agendas and other materials* 
pertinent to the meetings, 

6. Arrange for facilities, equipment and materials. 



V 
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FIRST MEETING "AGENDA 
(SAMPIE) 



DISTRIBUTIVE EDUCATION ADVISORY COMHinEE 
AGENDA 



Date: Frfd^y, September 17, •1977 

t;|ma?' ?;jgO - 8:30 a.m^ (Breakfast) 

Place: Aloh3 High School * 
Food Service Restaurant 

Temporary Chafrper^son: Hsf Julie .Escoffier 
' ' .Supervisor, Trainees 

. Phone: 646-7100 



* Introductions 
(Temporary Chpirperson' and,^fn^tructor) 

* Purpose of/lfdvUory Committee 
(Temporaiw^Chafrperson) ^ , 




ation to the, Cluster Program * 
ructor) ' * ■ 

* Id^^iftjation of key issues and immediate- needs 
(Chair^cwn) ' ■ . • . - 

yT' • • ' ■ ' * 

Set time, "place, date of next meriting ■ 
■ (Cher^trperson) / . . ' 

* Evalawtt^i^gf Hefrtng < ^ ♦ 
(Chairpef^Hp-collflSj:" fo'rms) (See Appendix H,* page 73.)- 



* Adjourn on Tinie> 



> 



APPEND*Jt H 



'Sample constitution of an Advisory committee 
■ for qareer education 



Sectlgflj: r Name and Purpose 



IP 

Article 1. The name of thil organization shalV.be the 

^Advisory Coinnittee^for Career Education through the permission 
of the Board QfJWucati-on, of School District, No. , Oregon. 




.Article 2. The advisory WIBhitteejSfr^jfli^t its advice toward the Career 
' Education suPrvispr, teach^r^'ii^ctf .career education^, , career 
■ ' ' .^counselors, administration /arip^or^.^^he Board of Education. It 

^ ' shaTl limit its .acttvities:H6* matters whch directly concern 
Career Educatiom in School District ^ ^ arid shall be strictly 
advi-sory in capacity having no legfsTHtiye, policy making or 
, . ■ administrative authority. ^ ' 

Article 3. It shall be the duty of the advisory coitmittee totS)^^^ 

# A. 'Study the needs of the commyfiity as,.they relate to Career 

Education and help to del^rmine ^those activities which 
will assist students to prepare for a beginning and 
advancement to gainful employment. 

\ * ' fl) Advise ^reaarding the courses to be offered by the 

school district. - ■ ^ * ' 

I * ' ' (2) Offer constructive criticism of the instruction 

offered and the a^Tailabil i ty of instructional* 
^facilities. 

^" ■ " . ^ '.(Sr Aid in th^j selection of vocational teachers and^ 
. ■ ' ^ other personnel when assistance is reqiuested by 

^ ' , the instructor, the- Board of Education Or the 

' ^ ^ _ , administration. * - ' - i 

(4) Evaluate no -less frequently than once a year the 
^ . ' objectives, course offerings, personnel ^nd insW^uc- 

' , tional facilities of each career education program 

aiid submit a written report of tnb findings to the 
department he^. 



B. ^ Study)Khe. programs of Career , Education ifip^her commun- 

ities and encourage the 'Use of those practices which m^iy 
better the number and quality of career education programs 
and activities in the school dJistrict. 

C. Serve as an avenue of camjunication between the local 
. career education programs and the coitmunity. ■ 
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Section II ilembership 



Artiqle 1.- 



Article 2. 



Article 3. 



Article^ 4. 



Article 5. 



Article 6^ 



4 

The advisory connnittee shall consist of five sto twelve members 
representing key cluster occupations and represenjtatrhre 
cormnunity' groups determined by type of coqimunity. . 

In addition to students, the membership shall, be sel^ted from 

^ cross*section of citizens of School District NaV' who' 

are gainfully employed 'fh the community and members shall 
receive written notice of their appointment by the Bo4rd of* 
Education to career committees. ' ^ 

An individual will automatically lose membership Hn the 
commit'tee if this member fails to attend three (3) consecutive 
meetings without presenting good reason in advance to either 
the chairperson or secretary of the committee. 

A term of membership* shall *be filled t>y nomination of the 
committee' members and selected by the Board of Education. At 
least two names shall be presented. The Board, shall appoint 
members to fill vacancies. 

Vacancies because of resignations shall be filled in the abqve 
manner, i^th the appointment to the membership being good for 
the unexp^^^ttemi of the member creating the- vacancy. ^ 

The- Board of Education shall appoint at least one of- its 
members to attend each cTommittee meeting as a nonvoting 
member. . . 



\ 



Article 7. The Director of Career'^^ducation shall attend committee 
meetings when . possible and the counselor, principal and 
' superintendent * shall be encouraged to attend, but are not 
% considered as voting members. % 

Article 8. The cluster conmtittees shall be governed by the same rules as 
the parent council except that they may limit. their nomina- 
tions for membership to persons more closely associated with 
their area of employment. 

Section III • Of f icers and Their Duties 

Article 1. Officers of the committee shall be: Chairperson, Vice- 
Chairperson and Secretary. They shall serve a term of one (If 
year. The term of office shall Commence May 1. y 

Article 2. After the first year, the chairperson shalf, be elected from. 

those who have served on^ the committee* for at least one y^r. 
The other offices may be fiJted by a committee member-. 



i 



5/ 

-60- 



ERIC 



Article. 3r. The officers shall ^be nominated from the floor and elected by 
- ^ a magorHty vote of the members present at the meeting. 

Article 4. The, Career Education Director may serve as a nonvoting 
^ ■ . . secretary. 

Arttple 5. Any vacancy tn office will be filled by nom4nati6n and elec/ 
- ^ - tion' frqjji the floor at the next regular meeting after the 
A ■ vacancy occurs. 

Article 6. The duties of the officers. are as follows;' v ' ^ ^ 

Chairperson . ■ t ^ , ■ " ■ ■ ^ ^ 

1. Preside over and conduct meeting accordiog to accepted * 
^ pari i.atfteh^py procedure (Roberts Rules of Order). , ^ 

■ /y 2. .Can special meetings! ' . ^ ' • 

>v3. Keep 'members- on the subject and within time limits. 
, ' 4.C Appoint subcommittees^nd serve in 41V ex-officio capacity. 
^ 5. Represent the committee and spfeak on^oircSsi-ons. 

6v Coordi'nat^^ subcommittee efforts. * , , ^ 

7. Follow up committee activities' and chefek on progress' being 

made. , • ' . ^ . ^ 

: '8.* .Keep committee work moving fn- satisfactory manner. . 
9. Help the instructor pre^re meeting agendas. * 

Mc^-Chai■r^5erson^ ^ ^ C 

1. Assist the chairperson. • 

2. Have charge of committee work in general ^ 

3. 'Pr*eside .over rteeting in absencfe of the chairp*erson .'• < 

4. \Be prepar^ed to , take over the duties and responsibilities 

of the chairperson. 

Secretary ^school person) • 
1. Prepare and read minutes of the meetings. 
■ 2. Attend 'to officiaJ porrespondence. ^ . 

3. Send out and post notices^ at the request of- the chair-- 

person. * \ ^ ,^ " ^ - , , * -^^ 

4. Count and record a rising vote When" taken.* ' ' * , ^ 

5. Prepare committee reports^ , : " , • 

6. Keeff'the permanent repprt? of ^he cornplttee. ' - ^ ' 

7. Read communications at meetings'.. , ' . . ' • 
■ 8. Have on hand for each* meeting the foil owing,: 1 , 

Secretary' s^-bf&ok and minutes of the last" meeti^ng, * 
t • . list of subconmiittees and committee repon*r/ 

^ jf Copies of the constitution and bylaws.* ' - ^ 

Section' IV - Meetings ' 

Article 1. Regular meeting of the cornnrt^tee shalVbe held monthly unless, * 
in the opinion, of the chairl^erson, insufficient business d^es 
not warrant a meeting. . . " 
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■Article 2. Regular meetings shall not exceed two (2) hours in duration 
unless so voted by a majority of the members- present. 

Article Members shall receive written notice from the secretary at 
J least three (3) days prior to any meeting. 

Article 4# Five members shall constitute a' quorum. and can transact 
^business for the'committee, 

Ar.ticte 5) Special meeting of the committee may be called Upon three (3) 
J. - d^ijfs notice to each committee member. ' * * , 

Article 6* All meet;^ings of the c/»mniitte^ will be open to t;^e |^ubl1c. 
. , ' ^ I 

Section V - Rules for Committee Members " * . 

V ■ ' 

Article 1. The coifnittee shall function in an ADVISORY capacity onlyv- 



.Article,2* The committee shall work only within the field of vocational 
education^ and with the school personnel designated by the 
Board of Education or its responsible agents. 



ArtfcleS. Only the coqmittee as a whole may officially fidvi 
officials. » ' ^ I ^# 



se school 



Article 4. The- committee shaH not release public/ity regarding its 
, deliberations without approval of^ the B9rard of Education or 
its agents. ' ' 

Article 5# The coiitnitt6e shall no^» at an> time» engage in public contro- 
^ versy with the Board oi^ £ducati.on_or school personnel. 

Article 6. In accepting membership^ a n^ ad visory committee member agrees 
^ to attend meetings ^reguUrl^J^nd^ take part in* group studies 
and delibep^^t^oTls.for the ^mp^oVement of vocational education 
* ' in theVschool and cotmiunity. 

^ . " " ' \ ^ * ^ - 

"Section VI - Amenctaeols ^ . . - . . ' 

■ *• ^ * • 

AT*t1cle I* \- - ' - \ ' 

' This constitution may.be amende by a two-thirds (2^) major- 
ity vote of the advisory committee provided notices of the 
• proposed change^ are given in wrHing at leafet ten (10) days 
; prior to the voting. ■ ■ . ' 



.. ' ' ' . APPENDIX I 

AN. A^^^|^?H AN ^ISORY COHHIHEE MEMBER , . . 

^ " IF lYOU WtfiT ME TO SERVE 

3H"A SCHOO^J\OVISORY COMMITTEE*- - . 

-'by l^muel M. Burt 

. ■ ■ . 

This article, reprinted courtesy of .the Kationai,! Advisory Council on Vocational 
Edifcation, first appeared in thS July' 1974 special edition of News from NACVE . ^ 
Written as a businessman's reply to an Invitation to serve^on a school advisory 
committee, the article manages to tell an , important story about the relation- 
ships Band expectations busines$meh^^ have when dealing with the educational 
commtin"ty. We thbught that Mr. Burt told^ls story very well .—Editor. 

Mr. Educator: 

I am pleased you have $sked me to serv^ as an industry member of. an advisory 
-^(»i»ni-ttee to out school system. I shall be dellghted^o accept your invitation* 
"if you can assure me that I will be involved in an activity which is going to 
make some worthwhile and Important contribution to the education of our ybuth. 
I w^nt to-be proud enough of this committee's work so that I m^^y brag a little 
to my family, friends and associates that I was selected to participate— as 
you, yourstflf, sldted--"because of^ % repirtation as an outstanding member" of 
the field in which I am earning my living, "as well as for my interest In and 
understanding of the field of education." 

To support my feelings about the Importance .of my service, I would lil^' to have 
a letter appoirit^ng me on the , committee signed by the highest possible school 
official. The letter should include^ some biographical Information on the 
^ chairman and other^members of the comiaittee and aVso tell me exactly what is 
expected of me as a committee member in the way of advice, assistance. Coopera- 
tion, money and time. Please note that if you tell ,me the committee will meet 
onlyftwo or three times a year, I will kno^rf that we really.aren't gding to do 
any^ng worthwhile! * i 

On^he other hand, if you s^jcigusly want^help from the committee to improve our 
educational system, I need tp.be sure that I will be provided. Initially and on 
<t continuing basis, with information concerning educational developments , within 
the school system, as well as at the^state and national levels; be invited, 
X. occasionally to attlnd local^^tate and" national .conventions of educators (you 
^ ^ wilT^be surprised by how mam I wtJ^^ at ii\y own or my companj;'s expense); . 
. ' and that I will occasionalTiMf'i£elit6 a speciaVMnvitation to attend a school 
, function^ a board of education meeting, a State board meeting,. I would also, < 
like to be kept informed of special studies affecting the educational* program 
of my school system, and if possible, receive copies. 

In effect, what I am saying is that if you want me to advise you, I will feel , 
ftuch more cwnfortable if I know some^ng about you and your environment. And 
while i0m learning, hopefully .1 aitTbecgming Identified with you, the school. 



*Reprinted with permission. 
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and the. problems of the educational system. If you can get me to this point 
you can^ be assured of my active participation in the school pro-am and on the 
committee. And beyond offering advice,, I will actually cooperate with you to 
help you achieve your program goals. 

How? In every way possible! I would be glad to help rai« money for^a schol- 
arshio fund; to help obtain needed school equipment on loan, as a gift, at 
special discount; to contribute expendable supplies^ Instructional and guidance 
material s; to 'provide work/study experienc^es; to employ graduates, to help 
counsel students; to assist teachers in enriching and expanding their instruc- 
tional activities; and other services you may request. You name it! What I am 
really asking is that you, the professional educator, provide me, the inter- 
ested layman, with counsel and leadership ^or my coiranittee responsibilities. 

I know there will be times when you will ask the committee for something you 
consi?ler important that 'for some good reason we will not be able to^ provide. 
But we won't just be negative when this happens. We will tell you our problem 
and try to work things out with yjou. In the prpcess, we will >oth learn more 
about industry education, and together prove that industry-education coop- 
era'tion can be a ^^iable way of life for citizens 9nd school people. 



ndsc 
get 



Sometimes I might want to do too much and try to gSi involved in ^administra- 
tion. If I do, just point out that the best way I can help you is to give you 
advice and cooperation and leave the details of day*by-day school operation^ to 
you. In reality, I don't even have time to handle all lay OWN day-to-day 
administrative problems, much less, yours! But remember—as businessmen, we 
committee members are problem oriented and if you tell us about your problems 
we can help you with them, even if it takes time from our person^, or business 
affairs. After all, we expected to spend time with you-wh§^ we- accepted 
service on the commititee. \ 

r 

I would like to be welcomed in the schools as a friend and supporter—not seen 
as a meddlesome interloper. Naturally there are certain school- regulations 
which I ^hotild observe wherf visiting, and you should make them clear to me. 
But if I occasionally drop in for a visrit, give me a few minutes of ypur ttme. 
Your courtesy will be well repaid. I wouldn't come if I weren't inWrested! 

I would like to know vhat other schools and. school systems are doing about the 
problems you present to my cemmittee. I want to feel *there is some linkage 
between our school system and others in the area. I would like to Ki^ow what 
the pr;ivate schools are doing ,and what CETA (sic) educational and training 
programs are available in the Community. " I want to understand the relation- 
ships, which exist between these programs, thfe State &nployment Service, **war- 
on-poverty*' programs, correctional institution-training programs and any others 
that will be providing manpower for industry. I want to know the whole pic- ' 
ture, and even get a thance to visit these other educational programs. Perhaps 
our advisory comrrittees ought to meet together once or twice a year. I want to 
know about these other programs so that I will not have the nagging feeJing 
tha^ I am being "used" to support one program in opposition to another. I want 
%to feel that am helping to improve "HY" school's contribution to the total 
confnunity efforti— as a taxpayer, as an employer and as an interested citizen 
concerned with and involved in improving educational and manpower development 
programs in my community^ ^ * ^ ^ 
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I would like to meet, more than on a token once-ar-year basis, with the students 
in the school or program w committee was organized to serve. I want the 
students fto know mv committee sxi^iA^ In the final' analysis, our efforts are 
supposed .to be dir.ected at improving the education and training of students. I 
want them to tell me to what extent we are succeeding. As a matter of fact, I 
would like^to have pach graduating class elect one of its members* to serve as 
an exrofficio member on our conmittee to tell us, in the^first year after 
graduating, how relevant school really is in terms of real j^&^s. 

I would li^e some expression of appreciation for my volunteered services and 
contributions. If this committee is as important as you tell me it is, give 
it and its members some concrete form of recognition. ^ For example, if I 
donate a piece of ecjuipment, put my nameplate on it. Send me a framed cgrtiY- 
icate of appreciatioT\ for services. Hold a special annual event to r^M- 
nize the services of all advisory committee members. Include our names Jri^Sfe 
school catalog* and annual reports. We all like to see our names^jii^^^ 
Besides, when., prospective students, their parents and others see chaT'lyour 
programs, as described in the catalog; are receivirtg advice and assistance 
from* industry" peopled, the/ programs will g^in in stature and prestfge. In 
addition, my company and the industry I represent will be more thaa ever 
coomitted to support you. 

When you isk ifle to attend a committee meeting, -rl want, to know beforehand^what 
will be on the agenda. I will waiit a .brief background statement of the 
problems to be discussed and several possible approaches to the solution of 
each. Give me at least two weeks' notice of tbe meeting date. ^ Make it at a 
convenient time and preferably at a school. And don't hesitate to remind me 
about it by letter or a pftone call. 

I want the meeting to be conducted informally and not to get tied ijp in a 
parliamentary rules of order. I will want the meeting to Ije held within 
reasonable time limits. Don't letMt drag on and on. 



PROGRAM OF WORK FOR CLUSTER ADVISORY COMMITTEE 
DEVELOPED BY THE CHAIRPERSON AND INSTRUCTOR 
(SAMPLE) 



A'PPENOIX J 



WECTIVE 

Provide for student 
use of current trade 
publ icatlons re1 ated 
to the key occupa- 
tions in the cluster. 



ACTIVITY 

t 

Contact comnittee tnembers for 
their publications and sd^- 
gested list publications* 



DATE 

Continuous 



"2* "Vork as an outride 
team on the duster 
assessment criteria 
developed by the Ore- 
gon Dep^rj^ent of 
Education'(ODE)*^ 



Assess" cluster' performance as 
established by the ODE. Compare 
assessment profile with school 
devel oped prof 1 1 e * Determi ne 
discrepancies and develop a pro- 
gram of work for improvement and 
development of program* 



October k 
>*l6v ember 

V 



3* Oevelop a long-range 
plan for the cluster^ 
area. 



(1) Visit "similar cluster 
program^ in the area* 

(2) Develop a program philosophy 
consistent with the district 
career education philosophy* 

(3) Review current status 
through program evaluation. 

(4) Oevelop a five year plan 
to improve the situation. 
(Follow the* format of the OOE 
planning guide**) 



September 
to June 



Assist the instructor 
in the development of 
a cl uster budget and 
see that the budget 
receives board 
consideration* 



In conjunction with the Evalua- 
tion and long-^range plan, review 
the^ budget for the cluster, and 
visit board meetings when the 
budget is to b^iscussed* 



November 
to March 
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/APPENDIX K 

CHECKLIST FOR EXECUTIVE SECRETARY - REGULARLY SCHEDULED MEETINGS 

II 'Keetwith chairperson to plan meeting • ^ 

2- Confirm f^acilities and equipment. 

3- Prepare notice of meeting, agenda, other essentials. 

4. Send out notice of meeting, agenda, minutes of last meeting, ten days, 
to two weeks in advance. 

5. /Prepare materials to be used at meeting. ""X^ 

6. Remind by phone those to attend (on same day as the meeting). 

7. ^ Arrive early to prepare for meeting: ' ^ 

* . 

Seating arrangements 

Ash trays i 
Coffee and cookies ^ 
Audiovisual aids 
Note paper and pencils 

8. Greet arrivals. 

9. Assist in condutting meetings. 

10. Collect meeting evaluation forms from each committee membter. 

11. ^ Thank participants as ^Ujey leave. 

12. Evaluate with corinittee chairperson. 

*■ . * 

13. Prepare minutes. 

14. Prepare special reports. ^ 

15. Mail copies of above. ^ - ^ 

16. Forward recommendations of. committee to superintendent or appro- 
priate person(s)- * . ' 

17. Take other necessary action on recommendations. (If action is not 
' taken, comiii|:tee members should be informed why "hot.) 

18. Follow through on special assignments made by the chairperson. ^ 



SAMPLE AGENDAS 



APPENDIX L 



FIRST MEETING (See appendix G, page 57.) ' 

Recoup Meeting ^ 

Desired Outcome of Second Meeting : 

1. Adoption of a constitution and bylaws, "rules of operation," charter 
or some other operating instrument. (See Appendix H, page 59.) 

*^ ■ f ■ 

2. Assignments to work on lon^-range planning. . , 

. 

Suggested Agenda : 

1. Call to order by temporary chairperson. . \ 
2* Roll call. * \' 

3. Reading of the m<nutes of the first meeting. - ' 

4. Adaption of operational instrument^ 

5. Explanation of long-range planning. ^ , 

6. Assigijntents made to research«and make recommendations for long-range 
planning. 

7. Consideration .of critical issues. 

8. Select officers. 

9. Plan next irfeeting. . 
i^i Adjourn meeting. 

SUGGESTED AGENDA FOR SUBSEQUENT REG^AR MEETINGS 
Ca|l to order. 

Roll call and introduction of new members and special g^uests% . 
Reading of ininutes. , ^ * ' 

4\ Review of agenda an(l changes, brief orientation." ' * . 

5. Reading of communications. 

6. Reports of subcommittees « 

7. Consideration of routine (easy) business. 

8. Major areas of consideration. 

9. Plart next meeting. * . . 

10. Adjournment. • * ' ^\ 

I* ■ 

SPECIAL PROGRAMS , ■ ' ► ' ' ' ' 

- t ' . - ■ ' . 

Special programs atld interest to meet>ngs. They all can be givwn at,any point 
in the meeting that they me^ seem appropriate. Several types of special 
programs cotJld be: * i '\ * ' 

U Superintendeqt—State of the District. ^ 

2. School BoarrfXhairperson—inside rfe'port^ - ' . \ 




Progras report/ 

By -instructor ^ 

By student ^ • ■ 

Youth group report, 

Oregon Department of Education specialist report, ^ 
Other speciaV guests, , \ 
Regional Coordinator report, { 
Tour of the facilities, ^ 
Movies and slide shows pertinent to topic of major interest, 
Oistrict budget committee report. 



\ , _ - APPENDS H 

» • EVALUATE 

^ . (Make up form based on this) \ 

As soon after the meeting as possible^ the school rep|^esentdt1ve and the 
chairperson should evaluate the meetinig* Some of the things that should be 
considered are: 

!♦ Working relationships* 

2* Was the staff preparation adequate to meet the conmittee needs? 

3* Was the meeting conducted satisfactorily? . . 

4# What was accomplished (products)? j ^ ^' 

5# Strong points of the meeting* 

6* Weak points of the meeting* ^ ' 

7* Suggestions for improvement* , - 

8* .Analysis of transactions— to facilitate inteif*act1ons and input of members* 



&VAIUATION FORM 

1* Did the meeting begin pn time? yes \ no ^ ^ 

2* Were facilities and e<^ipment ade<^ately provided? yes no- 

3* Did you receive all /information you required regarding this meeting?^ 
J ye&^ no 



no 



^ ^ Would you like it mailed outj|ooner? yes 

. Specify when t * ^ 

-f ^ ^ 

4* Identify strong points of the- meeting* 

* 

m 

&, Identify weak points of the meeting. ^ 

6. What was accomplished? V ' . ' 

7* Was the meeting conducte'd satisfactorily? yes no 

8* Suggestions for Improvement; ^ 



9* Other commits: 
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FORMAT FOR" WRITING MINUTES 

Minutes should correspond to the written agenda. Minutes record actions 
tak^n> not what was said . Use b^ief explanations. Minutes should Include: 

!. Time, date and place 0,f meeting. 

2. Name of presiding officer. 

3. Name of secretary. . . " . v ^ 

4. ^ Roll. ' . ' 

5^ Dates, of correspondence and other dociments considered at meeting. 
6. Importapt decisions and reconmehdatlons. 

These minutes should be prepared as soon after the meeting as possible while 
the infonjation is still clear and easily remembered. 





APPENDIX 0 



• SAMPLE LETTER OF APPRECIATION 
FROM SUPERINTENDENT OR .BOARD CHAIRPERSON 



V 



u have pTa5^ed during ^the past 
industrial education* depart- 



Mr. Blatt Forge / ^ ' " , 

T5 Centrlil Avlnue ^ . 

Oregon . * . * 

■ ' ■ ' ■ i 

Dear Black; 

• * #' 

Think you #or the^imporjant role/ 
year in ourftotal career prograwij^ 

ment has attracted statei^de attention during the past year, 
largely as a result of the dedicated and higfily professional work 
* of the advisory cofniwttee'On which'yoif serv<. ' , 

^ * . 

, I am tonv^inced that a cjontinuatioli of a superior cluster progfam in 
metals is possible^Qbrnly v/ith the support of a knowledgeable and 
enthusiastic advisory committee.- ■ ^ ' ^ 

*^Your help, in setting this pre^^^s'tand^rd of excellence is greatly 
appreciated. We hope you wi^Bi^ve'on ad hoc committees as tliey 
are needed in the future. ^ - . 



May I ex^^end 
programs 



^end to you an] invitation to visit any of oujcl occupatioiia^ 
at^'an^ time. \ " 




Sincerely, 



Chairperson 
Board of. Education 



erIc 
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